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For instructions on completing t h i s  foim"mntact bkR Records Management Unit, 47 Trinity Avenue, Atlanta, Georgia 
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_I~ vices Section - Toxicology Date Completed 

TUL 7 0 1982 

894-3784 

TuL ' 1  4 1988 I - ~~ ~ 
~ ~~ ~ .. . ~- ~_ 

Telephone Number ~- 
- ~~ 

.~ 
1. GEORGIA DEPARTMENT OF HUMAN RESOURCES ___ ___ 

.pplication Gate 

tion - Alcoholism & Drug Abuse Ser- 
,pplication Number 
DHR 82-24 Room 514-S GMHI 

1256 Briarcliff. Road, N . E .  Atlanta, Ga ~~ ~~~ - _  ~ 

Working Title730306 
Nrs.. Mattie Lane . Mqnager, Toxicology _ ~~~~~ - Laboratory ~ ~~ ~ ___ ______. .. __ 

. Person to Contact 

- .. . . 
. Action Requested 

a. fl Eatabliih Retention Schedule; record will continue to OEcuIIIuIat~. 
b. 0 Dispoia of prerent accumulation: no further accumulation anticipated. 
c. OAmand Applicfnion No. Checkone: 0 Change: 0 Supermde; 0 Void 

~___-  ~ ~. 
II .- . Dater of Serial 

arlieat 

6. Remrda Series Title lfollowsd by title u r d  in office; if dlfferentl 

Alcoholism and Drug Abuse Patient Test Report: files 
U&L-_kontinuing ___ .. - . Division and Office Function Whet i a  tho function of the Diviaion and the Office in which thla record arias i a  mated? 

Phe Division of Mental Health and Mental Retardation administers the programs for mental 
health, mental retardation, and other developmental disabilities; alcoholism and drug 
abuse services; 
with community mental health, and the administration of the State mental hospitals; 
rehabilitation and retardation centers.State-wide. 
The Alcoholism and Drug Abuse Services Section is responsible for providing program guid- 
and direction to all alcohol and drug abuse programs in the State. 
clude the methadone treatment programs; the administration of treatment centers which in 
clude counseling, vocational rehabilitation services, and job placement; alcohol and 
drug abuse research, evaluation, and laboratory testing for determining substance abuse; 
and contract services to non-governmental drug centers. 

and conducts training and research. This Division is also concerned 
and 

These services in- 

____ -~ 
'. Remrds Series Dewiption Th la  file contains the folloWln~d~cUmnta (include form numben n d  rirk;, if 8 n y l : ~  -Attach tarnplea of the file. 

Dkmenta relating to: results of laboratory tests conducted t o  determine the presence or hbsencf 
of a variety of abuse drugs such as opiates, alkaloids, barbiturates, amphetamines, 
-and hypnotics in human body fluids of patients who voluntary participate in programs . intended to. terminate the use of abusive drugs. . .  

Included are': forms - 1250 (Monthly Report Form) - a monthly report of screening for 
listed abusive substances (methadone, morphine, codeine, hydromorphone, etc.) and 
showing total numbers screened, confirmed, positive/negative, percent positive, sta- 
tistics, reruns, and total analytical procedures; 
shows month and year, substance abuse monthly totals for present/past fiscal years, 
changes -k or -, cumulative totals presentlpast, changes from previous years, and total 
1252 (Analysis Report) from treatment centers shows Center number, date completed, 
apal sis as to presence of abuse substances (quinine, demerol, dilaudid, etc.); 

1251 (Diagnostic Examination) 

File #a a r k d :  
chronologically by date test report received; 
fdentification number. 

thereunder, by patient's name and 
_ ~ _ _ ~  -~ .-_. ~- ~L~ ____ 

I. Monthly Raferenm Rate - How often are records referred to which are: 

One to aix montha old 5 - 1 0 .  , Ssven m twelve months uld ; Thirteen to twenty-four montha old ; 

twenty-fjw months and older ~ . -  7 
~~ ~ __- .. .- ~ ~ " 1. .. ~ . . .~ 

1. Annual Rate of Accumulation or Records- 
approx. 5 

Littar-aize d r a w n  - __ ; Legal-size drawers -- ; Shelwa : Other /.%EcifVl - ~ ~ ~ ~~~~ ~~ - 
_- . .  

~ . . ~  ~ _ _ _ _ _  ~- .- i~ I* ~~ . .. .. ~ 

-. 
. .  --. '-i. . 1 .. < .  ~ 

Irm 4998 i7.78) (0v.r) 

, 



. .  .. . . - I_"-_-____I * 

_I ~ 

NO 10. Ouestionnaiw (Plus an "X" in tho proper column) 

a. Is th is the official wpy of the series? 
If not, where ia it? 

b. Does the series wntain confidential information requiring security handling? If yes, cite lllw or regulation. Sect ion 408 
~~. 

X 

t names -Federa l  I Register-Vol. ___I_.. ~ 40-N.o. 127-DHJW Publ ic .Heal th  Serv icc~  

Attach copy or excerpt of laws or regulations. Explein cdministrative need. I 

d. Does this series have historical or Ion-mESarch value7 

e. When one or two documents in the file make it necertary to keep the;antlre file for a long period, could there documents 

f I s  the information wntained in t h i s  mrias eyBr published? Ifver, attach mpv. 

g. I s  tha information wntained in this series eyer analyzed and/or recorded in a runinirized 6port7 

X L L  ~ . . _ _ _ _ _ _ _  __ 

X L  . --: 1 __ - _ ~  

of t h i s  sries in your office. or in another offica or ageno/? 

. .  . . 
. _A_ 

. .  . : -  

separetely? -. .- 
' ' 

. 

~~ - .. .. .- - . X 

por t ions  a t  c l inics  which treat c l i e n t s  
__ . .  

~ 

15- I ~ 1. Is this series for a major portion of it) regularly m i a o f i l ~ ?  - I X I i. Does ~- tha record series result in a computer printout? ... - -. ___ 
11. Retention Requirements The following requima the airier to be kept: 

a. State Lsw years. d. Audit period wars. 

b. Statute of limitation wars. e. Administrative need .3_ --wars. 
c. Federal law -~ years. f. Federal retention instructions --.~-.-yBair. 

b Hold in the current files aria ~- month!$) 

0 Transfer to State R k r d a  Center:hold 

0 Destroy 
ii Transfer to State Archivesfor permanAnt reibntion. 

. ___ w(a); than 

. . 
Transfer to l o c ~ l  holding ame; hold . yearla); than 

year(:); then 
" 

. .  . ~~ 

~ 

i 0 Other fspecirvl 
~. ~ , ~. 

Analysis Report 
(forms 1250 -, 1251 -. 1252) , . ,~ .~ 

'1 ( - 1253 and 1256 . ) 
- and Annual Summary Reports, - 

Cut o f f  f i l e   at^ end of each calendar  
year ;  hold in cur ren t  f i l e s ' , a r e a  3 

Center'; ~ ho ld  . ,  2 ~ years ~ ~. and . .  9 months; 
' months; . t r a n s f e r '  t o  State  Records . .  

~ , 7 .hL.m ' h e 3  ru 9 s f k ~  +on a yeto all prior and futurs amumuletions of the series. 

. !  

T e s t  Resul t s  
~ (forms 1254 and 1255 . ~ < 

Beginning Ju ly  1, 1982, 'cut  off  f i l e ;  

t r a n s f e r  t o  S t a t e  Records- Center; I 
hold 1 year;  then destroy.  .', 

' ~ 'hold'  i n  c u r r e n t  f i i e s  area ' 2 ~  months; . 

, .  .~ - . .. ~ . .  . .  
- . . , ~ . .  I : .  I 

. .  

? 

i 
', -,-- -i.. . > ..--- 

Recommendations in paragraph 

Iff disapproved, a& /.ttef 


